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Vendor Quick Reference Guide 

Identifying Bid Opportunities 

There are several ways to identify bid opportunities based on the information you have available.  This 

guide will provide you with step-by-step instructions for searching for and identifying bid opportunities 

for each of these situations: 

You have received an email notification of a bid opportunity ……………………………………………………. 2 

You want to see what opportunities are out there for your company ……………………………………… 6 

You know the organization that often buys your product or 

service and would like to see what they are buying ……………………………………………………. 10 

You know the name of the procurement officer buying the product/service ………………………….... 11 

Searching Using the Public Search Functions ……………………………………………………………………………… 12 

Browsing Open Bids from the eMM Homepage ………………………………………………………………………… 13 

Step-by-step procedures for identifying bid opportunities for each of these situations can be found on 

the referenced page. 
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You Have Received an Email Notification of a Bid Opportunity 

The email will be sent from emaryland@maryland.buyspeed.com.  To ensure emails are not placed in a 

spam folder, it may be a good idea to add this recipient to you contacts list.   

Within the email you will notice a few key pieces of information: 

Requesting Department: This is the organization that is purchasing the goods/services. 

Buyer Name: This is the person that is taking lead on the procurement from the requesting 

department. 

Buyer Phone and Buyer Email: Contact information for the buyer. 

Bid Number: This is the number assigned to the bid by eMaryland Marketplace.  It is important to 

note that many user organizations also assign their own bid numbers to solicitations.  This alternate 

bid number can be found in the Alternate ID field on the bid solicitation. 

Description: A short description of the bid that is being solicited.  This field contains the searchable 

data when performing a keyword search. 

Opening Date/Time:  This is the time the bid closes to the public.  After this date/time bids will not be 

accepted. 

Available Date/Time:  This is the time the bid is available for viewing on eMaryland Marketplace. 

 

To locate this bid in eMaryland Marketplace, you may use any of the information contained in this 

email; however, the most direct way to locate the bid is by using the Bid Number.   

Note: although you are able to search for bids by using the public search functions, we recommend that 

you always log into your eMaryland Marketplace profile before reviewing any bid opportunities. 

After logging into eMaryland Marketplace, select the Seller tab.  If Seller is the only role you have been 

assigned, this will be your only option and will already be selected for you. 

To search for the solicitation, click on the  icon.   
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The Advanced Search screen will appear. 

From the Document Type Box, select Bids. 

 

The bid search screen will appear. 

From the bid search screen, you have the option of searching for bid solicitations using a variety of 

criteria: 

Bid #:  You may search by the eMaryland Marketplace Bid #.  This information is included in the 

notification email.   

Bid Description:  You may search by keywords in the bid description.  This information is included in 

the notification email. 

Organization: You may search by the organization that is soliciting the bid.  This information is 

included in the notification email. 

Department: If you know the specific department within the organization that is soliciting the bid, 

you may search using this information; however, this search method may not be as valuable as other 

options available. 

Location: This option is only available if you select a department. 

Type Code: This is the coding selected by the procurement officer when creating the bid solicitation.  

Because vendors may not know the method selected, vendors should avoid using this field when 

searching for solicitations. 

Catalog: This search function is not currently available in eMM. 

Purchase Method: This is the purchase method entered by the procurement officer when creating 

the bid solicitation.  Because vendors may not know the method selected, vendors should avoid using 

this field when searching for solicitations. 

NIGP Class, NIGP Item, and Commodity Code:  You may search for bids using the NIGP codes entered 

when the procurement officer created the solicitation.  Using this search criteria will be discussed 

further later in this QRG. 

Bid Opening Date: You may search by entering the date the bid is set to open.  This information is 

included in the notification email. 

Purchaser:  You may search by selecting the name of the procurement officer from a drop-down list.  

This information is included in the notification email. 
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For purposes of locating a bid after receiving a solicitation email, we will use the Bid # field to locate the 

bid.  In this example, the bid number from the notification email is MDM0031020769.  You may enter 

the entire bid number or a partial number to locate the bid.   

In this example we will enter the last 5 digits of the bid number: 20769 in the Bid # search box.  Select 

Find It. 

 

All bids matching your search criteria will display.  In this example there was only one bid matching the 

results.  In the event multiple results display, it is important to ensure you select the correct bid.  You 

may do so by matching the full bid number. 
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To select the bid you would like to review, click on the link under Bid #. 

An acknowledgement screen will appear.  It is important to acknowledge any bid opportunity you are 

interested in submitting a bid.  By acknowledging the bid, you will be placed on the bidders list and you 

will receive all future correspondence about the bid, including amendments and questions & answers. 

Select Yes to acknowledge. 
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You Want to See What Opportunities are Out There For Your Company 

eMaryland Marketplace will send an email notification each time a solicitation is entered for a product 

or service your company supplies, based on the NIGP codes selected for your company; however, you 

also have the ability to perform bid searches based on your codes. 

Log onto your company profile and select the Seller tab.  If you have only been assigned the seller role, 

you will not see tabs at the top of the screen.  The seller role will be automatically selected.   

 

You may identify bid opportunities by: 

a) reviewing a listing of bid opportunities from your eMM Homepage 

b) searching for bid opportunities by NIGP Codes 

c) Search for bid opportunities by Bid Description 

a) Review a List of Bid Opportunities From Homepage 

From the Home screen, select the tab option for Bids. 

 

The bids tab will display four different categories of information: 

Request for Revisions – This section will list all bids in which a revision request has been sent to you 

from the procurement officer.  

Bids/Bid Amendments (Un-Acknowledged) – This section will list all bids that include a commodity 

code for a product or service your company provides.  The bids listed in this category are also bids 

you should have received an email notifying your company of the solicitation. 

Open Bids – This section list all open bid opportunities.  These bids are not based on any specific 

criteria. 

Closed Bids – This section lists all closed bid opportunities.  These bids are not based on any specific 

criteria. 
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To select a bid to review, click on the bid number link (in red).   

b) Searching For Bid Opportunities by NIGP Code 

Login to eMaryland Marketplace.  Select the Seller tab.   

Click on the  icon. 

 

The Advanced Search screen will appear.  From the Document Type drop-down menu, select Bids. 

 

A search screen will appear allowing you to search using a variety of search criteria.  For purposes of this 

walk-through, we will be searching using the NIGP search boxes. 
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From the NIGP Class drop-down box, select the class of product or service your company provides.  You 

may select Find It to search for bids based on NIGP Class, or to be more specific about your search add 

an NIGP Item to your search criteria.   

Based on the class you select, the NIGP Item drop-down box will populate with NIGP Item options. From 

the drop-down box, select an NIGP Item code. Select Find It to display search results. 

See example of search results using both methods below. 

Results based on NIGP Class only: 

 

Results based on NIGP Class and NIGP Item: 

 

The search results will display important information including: the eMaryland Marketplace bid number, 

a description of the bid, the bid opening date, the organization that is buying the product/service, the 

name of the purchaser, and the status.  Note: a bid in Sent status means the bid has been published and 

is open for vendors to submit bids.  For a full listing of status descriptions, refer to the eMaryland 

Marketplace Definitions Quick Reference Guide.   

To review the full bid solicitation, click the red bid number link.   

b) Searching For Bid Opportunities by Bid Description 

You may search for open bid opportunities by performing a search of the bid description by typing in a 

keyword or phrase in the Bid Description box of the advanced search screen (step-by-step procedures 
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below).  Note: when searching for bids by Bid Description, your results may be limited if the word or 

phrase does not match the description entered by the procurement officer. 

To search by bid description, follow the instructions above to get to the Advanced Search box.   

In the Bid Description box, type in a keyword or phrase.  Select Find It. 

 

Because this search method relies completely on how the procurement officer enters the description of 

the bid, the results may not accurately show all available opportunities.  It is recommended that 

businesses do not solely rely on this search method when attempting to identify bid opportunities.  

Refer to a) and b) above for additional methods.   
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You Know What Organization Often Buys Your Product/Service and You Want to 

See What They are Buying 

You may search by organization using the Advanced Search function. 

Login to eMaryland Marketplace and select the Seller tab.  Click the  icon. 

 

The Advanced Search screen will appear.  From the Document Type drop-down box, select Bids.  

 

Next to Organization Type, select an organization from the drop-down box.  To further refine your 

search results, you may do so by selecting a department from the Department drop-down box.  Once 

you have entered all desired search criteria, select Find It. 

 

The results will list all bid solicitations for the selected organization, and if applicable, department.  To 

identify the status of the bid, refer to the Status column.  Note: bids with the status of Sent have been 

published and are open for vendors to submit bids.  For a full listing of status descriptions, refer to the 

eMaryland Marketplace Definitions Quick Reference Guide.   
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You Know the Name of the Procurement Officer Buying the Product/Service 

You may search by procurement officer by using the Advanced Search function. 

Login to eMaryland Marketplace and select the Seller tab.  Click the  icon. 

 

The Advanced Search screen will appear.  From the Document Type drop-down box, select Bids.  

 

Next to Purchaser, select the name of the person making the purchase on behalf of the organization 

from the drop-down box.  Once you have entered all desired search criteria, select Find It.  

 

The results will list all bid solicitations created by the selected purchaser.  To identify the status of the 

bid, refer to the Status column.  Note: bids with the status of Sent have been published and are open for 

vendors to submit bids.  For a full listing of status descriptions, refer to the eMaryland Marketplace 

Definitions Quick Reference Guide. 
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Searching Using the Public Search Function 

The public can search for bids from the eMaryland Marketplace Login page without being logged into 

eMaryland Marketplace.  Visit https://emaryland.buyspeed.com/bso/login.jsp. 

 

Under Open Bids and Contracts, select Contract & Bid Search. 

Click in the circle next to Bids to search for bids. 

 

The Advanced Search screen will appear.  Complete the category (or categories) you would like to search 

using and select Find It.  Results will appear at the bottom of the screen. 
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Browsing Open Bids 

The public may browse a listing of open bids from the eMaryland Marketplace Login page without being 

logged into eMaryland Marketplace.  Visit https://emaryland.buyspeed.com/bso/login.jsp. 

 

Select the option for Open Bids.  All open bid opportunities will display.  To view more opportunities, 

select additional page numbers to view. 

You may narrow down your results by selecting a category from the drop-down box at the top of the 

page.   

 

The search results will include the bid number (with a link to the bid solicitation), the buyer name, a 

description of the bid, and the bid opening date.   

On the far right of the search results screen, you may notice a link that says “List”.  This link shows the 

list of companies who have shown interest in the solicitation.  This list may not be available on all bids.   


